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(11) Reporting the status and progress of work and causes of
del ays.

(12) Answering supervisor’'s question on overall work operations
and probl ens.

Under this standard, |eader jobs are graded by adding one grade to the grade of
t he base | evel of nonsupervisory work led. [If the base |evel of nonsupervisory
work led is AS-7 or PS-7, the leader job nust be classified in the UA category,
i n accordance with job-grading standards for this category.

e. G ading Leader Jobs. Additionally, the step rate selected in
the appropriate new UA grade level shall be determned in accordance with the
provi sions contained in subsection A4. of this chapter and subsection F.2.,
Appendi x B, DoD 1401.1-M (reference (d)).

3. Grade Eval uation Guide for Supervisors in AS and PS Positions

a. Coverage. This standard is used to grade jobs that involve
supervision of three or nore enployees in occupations in the AS or PS categories.

b. Range of Responsibility. Supervisors are accountable to nmanage-
ment for the quantity and quality of the work done and for ensuring efficient and
econom cal work operations. They are responsible for the follow ng:

(1) Assigning, directing, and reviewi ng the work of subordinates
and evaluating their work perfornmance.

(2) Approvi ng or disapproving sick |eave, annual |eave, or other
absences from work.

(3) Pl anni ng, scheduling, and coordinating work operations.
(4) Solving problens related to work being supervised.
(5)Determning material, equipnment, and facilities needed.

(6) Expl ai ni ng and gai ni ng the support of subordinates for
managenment policy and goals (for exanple, cost reduction).

(7YWorking to achieve the objectives of DoD Conmponent-w de
prograns and policies (such as |abor-mnagenent relations and equal enploynent
opportunity)

(8)Dealing effectively with enployees and union representatives
on enpl oyee suggestions, conplaints, grievances, and other matters.

C. Jobs Not Covered by this Standard

(1) Jobs in which the incunbent is responsible for |eading other
wor kers and for ensuring that work assignnments are carried out as described in

the separate grading standard for working |leaders. Such |eaders are not account-
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able, as are supervisors, for planning, scheduling, and directing work operations;
eval uating and rating subordinates on their work performance; and other super-
visory duties to ensure that the work of subordinate enpl oyee neets standards

of quantity and quality.

(2) Jobs in which the incunbent performs duties of a nmanageri al
or executive nature in the UA category. (Such positions are classified in
accordance with the OPM ‘'Position Cassification Standards for CGeneral Schedul e
(GS) Positions” (reference (h)) and applicable DoD classification guides).

d. Titles and Codes. Jobs covered by this standard are identified
by using the series code and adding the word “Supervisor” to the job title of
the occupation reflecting the base |evel of nonsupervisory work supervised.

e. G adi ng Supervisor Jobs. Under this standard, supervisory jobs
are graded by adding two grades to the grade of the base |evel of nonsupervisory
subordinate worker. |f the base |evel of nonsupervisory subordinate worker i s °

AS-6 or 7 or PS-6 or 7, the supervisor job nust be classified in the UA category,
i n accordance wth job grading standards for this category. Additionally, the
step rate selected in the appropriate new UA grade | evel shall be determned in
accordance with the provisions contained in subsection A 4. of this Chapter and
subsection F.Z., Appendix B, DoD 1401.1-M (reference (d)).

f. Determ nation of Base Level of Wirk. This factor considers the
| evel and conplexity of the work operations supervised and their effect on the
difficulty and responsibility of the supervisor’'s position.

(1) In determning the base |evel of work perforned, considera-
tion nust be given to all work that affects the difficulty of the supervisor’'s
job. This includes all operations for which the supervisor is held accountable
by managenent for the quantity and quality of work done. Therefore, credit
shal |l not be given for those work operations when the supervisor is not
responsible for the technical as well as admnistrative aspects of the work.

(2) The base |level of work shall be the highest |evel of non-
supervisory work under the direct technical and adm nistrative supervision of
the position being evaluated when such work represents a significant portion
of the total subordinate popul ation (approximtely 25 percent).

Note:  When determning the base |evel, exclude any work for which the grade

| evel of the subordinate position is based on high degree of independence or
when the incunbent of a position perfornms work as an assistant or |eader. In
some instances, a portion of the work force may be in a training status and the
full performance |evel not achieved. In such cases, a constructed grade |evel
may be determned that represents the full perfornance |evel.

g. Conparison of Duties and Responsibilities for Nonsupervisory,
Leader, and Supervisory Positions. The following table will assist users in
determning the differences between |eader and supervisory positions. Note
t hat nonsupervisory enployees nmay periodically perform leader Oor supervisory
type duties and responsibilities during energencies or for other short term
peri ods. However, the intent of this standard is to allow allocation to the
| eader |evel for positions that contain leader duties and responsibilities as
a continuing requirenent.
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EMPLOYEE

Ful | performance of
work for which qualified

Provi des day-to-day
advi ce and guidance to
| ower grade and |ess
experienced enpl oyees.

Wrks as seni or

project or team | eader

on tenporary assignnents
at higher grade (not to
be used as base |evel for
| eader or supervisor).

Wrks at |evel above

full performance based on
personal expertise (not
to be used as base |evel
for |eader or supervisor)

Assunmes | eader or
supervisory duties on

an emergency or inter-
mttent short term basis.

LEADER

Rel ays instructions
from supervi sor

Gets the work started.

Sets work pace.

Denonstrates work
met hods and provi des
wor k-rel ated gui dance.

Ensures that worksite
materials and tools
are avail abl e.

Checks with supervisor
on probl ens.

Checks on work and
meets productivity goals.

Ensures enpl oyees foll ow
security, safety, and house-
keepi ng rules.

Conducts on-the-job
training and instructions.

Perforns supervisory
duties in an energency
or other short term and
nonrecurring basis.

1401. 1-M1
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SUPERVI SOR

Pl ans and schedul es
wor K.

Det er mi nes perform
ance standards, and
eval uates the per-

formance of enpl oyees.

Effects hiring, pro-
nmoting, notivating,
di sci plining, and
separating enpl oyees.

Counsel s and coaches
enpl oyees.

Supports Equal

Enpl oyment
Qpportunity (EEO)
Affirmative Action
program

Approve | eave.

Meets w th enpl oyee
representatives.

Preponder ance of
time supervising (80
percent).

4, Supervisors and Leaders of AS and PS 6 or 7 Level Wrk

The pay setting practice delineated in subsection F.Z.,
DoD 1401. 1-M (reference (d)),

a. Leader Positions.

Appendi x B, *

shall be applied to determne the appropriate step *
rate selected for an enployee who is promoted froman hourly paid position to a
| eader or supervisory position that qualifies for inclusion in the UA category
under the follow ng conditions:

b. Super vi sor

Posi ti ons.

AS-6/7 or PS-6/7.
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5. Ef fect of Reduction in Nunber of Enpl oyees Supervised in the
Cl assification of Supervisory and Managerial Positions

a. Some supervisors and managers are under the inpression that the
grades of their positions are based exclusively on the nunber of people super-
vised and that a reduction in this nunber that results fromtheir own effective-
ness may automatically downgrade their positions. On the contrary, a reduction
in the size of the assigned work force does not affect adversely the supervisory
position, in fact, provisions exist to reward supervisors and managers for
acconplishing their duties and responsibilities in an efficient and productive
manner .

b. The Supervisory G ade Evaluation Guide (SGEG), which is used to
eval uate supervisory duties and responsibilities across UA occupational Iines,
describes 10 or nore different aspects of supervisory work that nust be con-
sidered in determning the grade |level of a supervisory position. The eval ua-
tion factors included in the SCGEG consider elenments such as the conplexity and
scope of supervisory duties, the level of responsibility delegated to the super-
visor, the nature and difficulty of the work supervised, and the degree of
supervi sion exercised. Additionally, the SGEG includes special adjustnent
factors that provide for appropriate consideration of certain aspects of super-
visory positions not considered in the other evaluation factors. Accordingly,
position classifiers nmust carefully interpret all of these factors in order to
eval uate effectively the worth of the total position. Simlarly, managers nust
adhere to the principles of good position managenment in order to establish an
effective and efficient organizational and position structure.

C. Al t hough the nunber of enployees supervised shall be considered
in determning a supervisor’s grade, this consideration is made in conjunction
with an evaluation of many other factors that measure equally inportant aspects
of the supervisory position. Accordingly, sound classification judgnent nust
be exercised in reevaluating the position of a supervisor whose effectiveness in
directing work operations has resulted in a decrease in the nunber of enployees
supervised. The final grade of a supervisory position shall be based on an
eval uation of the total position and on the relationship of each factor to the
overall worth of the duties and responsibilities assigned to the position. It
IS inportant that program managers clearly understand the provisions and concepts
that affect the classification of supervisory positions and that are set forth
both in the law and in the SGEG, or other specific standards.
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